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POLI CE COMVUNI CATI ONS SUPERVI SOR

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a responsi bl e supervisory and techni cal

position, with responsibility for planni ng, mai ntai ni ng and oper ati ng
t he pol i ce departnment comuni cations facilities and services. Duties
i ncl ude schedul i ng and revi ewi ng t he wor k of subordi nates, training new
conmuni cati ons of ficers, and conpl eti ng records and reports required,

as wel | as perform ng regul ar di spatching duties. The enpl oyee of this
class has the authority to work i ndependently in nost areas, and
perforns duties with only general instructions. This class reportsto
and has work reviewed by a Police Captain.

EXAMPLES OF WORK

Exanples listed belowareillustrative only. They are not intendedto
include all duties which may be assigned, neither are they intendedto
exclude other duties which may be | ogical assignnents to this class.

Pl ans, organi zes, assigns, and directs divi sion operations with respect
t o personnel. Sets goals and obj ectives for the division. Handl es
conpl ai nts fromt he public concerning probl ens i nthe Conmuni cati ons
Di vision. Sees that all necessary information (such as |ists of
of ficers' names, work | ocations, and rel ated i nfornmati on), needed to be
able to correctly dispatch calls is avail able to conmuni cations
personnel . Reviews i ncom ng comruni cati ons, naki ng assi gnnmentsto
staff and witing comrents and notes as necessary inorder toroute
work to the appropriate person or |ocation.

Super vi ses subor di nat e communi cat i ons personnel inthe perfornmance of
al | dispatching functions of the Police Comuni cati ons Di vi sion.
| nspect s appear ance of equi pnent and personnel , assi gns wor k and wor k
schedul es, eval uat es wor k perfornance of subordi nates and reports on
such to superiors when required. Revi ews reports witten by
subordinates in order todetermneif jobs were conpl eted effectively
and i n accordance wi t h departnmental procedures. Provides technical
assi st ance when needed t o enpl oyees supervi sed by answeri ng questi ons
and provi di ng back-up support. Counsel s enpl oyees who ar e experi enci ng
wor k probl ens and resol ves enpl oyee conpl aints and gri evances.

Sees that all new enpl oyees recei ve necessary fornmal and i nfor mal
training. Personally provides on-the-jobinstructioninthe operation
of communi cati ons equi pnent and related areas. Participates in
trai ning provided by the department on conmuni cati ons and rel at ed
ar eas.

| nsures that accurate records of departnental activity are mai nt ai ned.
Personal | y conpl etes forns and records requi red. Devel ops newforns or
revises old ones in order to inprove accuracy and efficiency of
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docunentation. Witeslettersinanswer towitten or oral requests
addressed to t he Pol i ce Conmruni cati ons D vi sion, or as needed to handl e
probl ens or to address ot her needs of the Police Communications
Di vi si on.

Super vi ses subor di nat e per sonnel who answer ener gency and non- ener gency
t el ephone cal I's, maki ng sure that the correct procedures are fol | owed
inprocessinginformationintothe conputer. Oversees the dispatching
of units using physical files or computer indexes. Supervises
personnel that keep track of the | ocation and status of each unit at
all times. Oversees subordi nate enpl oyees who take requests for
assi stance fromunits and provi de for requested assi stance. Directs
the rel ayi ng of i nformati on or the answeri ng of questi ons which conein
by radio fromfield units. Supervises enployees in the use of
desi gnat ed conput er codes to send or recei ve nessages concer ni ng aut o
licenses, drivers' |licenses, runaways, crim nal records, or rel at ed
matters fromNCl C or ot her | awenforcenent agenci es. Supervises the
nmoni tori ng of burgl ar al arns and energency radi o frequenci es such as
those utilized by the sheriff's departnment, state police, or thefire
departnment in order to keep track of activity in area covered.

Provi des for the repair of any mal functi oni ng conmuni cati ons equi prent
according to department procedure. Directsthetestingof radiosin
police units on a set schedul e by sending and receiving nessages.

Perforns any related duties required.

QUALI FI CATI ON REQUI REMENTS

Unl ess ot herwi se specified, all requirenents |i sted bel ownust be net
by the filing deadline for application for adm ssion to the
exam nati on.

Must neet all requirenents of the Municipal Fire and Police Civil
Service Law, including beingacitizen of the United States, beinga
qual i fied el ector of the State of Loui siana, and nust pass a ci vil
service exam nation for that position.

Must have a valid Louisiana driver’'s |icense.

After of fer of pronotion, but before begi nning work inthis class, nust
pass a nmedi cal exam nation prepared and adm ni st ered by an aut hori zed
Doct or aut hori zed by t he Appoi nting Authority, designedto denonstrate
good heal t h and physical fitness sufficient to performthe essenti al
duties of the position, with or w thout reasonabl e accommpdati on.

Must have at | east three (3) years full time di spatchi ng experiencein
a communi cations division of a | aw enforcenent agency.
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